Tai liéu HDSD danh cho van thw

Phan h€ Quan ly van ban

1 Quan Iy viin ban dén

C6 2 hinh thire cia van ban dén d6 la:

- Vin ban dén 1a vin ban gidy, khi d6 vin thu phai scan vin ban gidy va nhap cac
thong tin tir vin ban gidy vao hé thong va tich chon “C6 vin ban gidy” => Nguoi
dung str dung chirc niang “Thém vin ban dén”.

- Vin ban dén dién tir 1a vin ban duoc giri lién thong tir cac don vi khac trong hé

thong => nguoi dung st dung chirc nang “Van ban vao so”.

1.1 Thém vin ban dén

Ngudi ding chon menu [Thém vin ban dén]

HE THONG QUAN LY VAN BAN VA DIEU HANH

SO KHOA HOC VA CONG NGHE AN GIANG

E I
: 8 = = & G

VNPT

Trangchl  Danhba  Théngtincdnhan  BOcaiplugin  Huongdinstdung  VanbangisoNV  VAnban  Lich Hop

&

& Quan i hé théng a8 Thém van bén dén

(£ Quan Iy van ban di =B i THONG KE VAN BAN [ERZAETANE®RT8  Them van ban di tir van the

B4 Quén Iy vanbandén (3) & test phiic dap VPUB (19/03/2025)
) Van ban dén

(2 van ban di

=1 Van ban dy quyén

€ Van ban thdng béo
@ Van ban danh ddu

[ Tra ciru véin ban

EA Van ban theo doi

& Hb so cong vise 5]
4 Quén Iy cong viec 5]
= Quén trj van ban =]
& Quan Iy ich don vi ]

= Uyquyén

£ Qun tr Thr moi 5]

Khi d6 hé thong hién thi man hinh dé nhép cac thong tin trén van ban dén nhu

sau:



Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

THONG TIN VAN BAN DEN

Thongin nnén S0 05 lubng vén bin

Trich yéu(')
P
$6 ky higu(’) Don vi ban hanh(") Ngay van ban(")
Hinhthire ~ Cong vén N Dokhin | Thubng N Han xirly
Sévanban SO van bandén ” sédén() T = Ngay dén(")  19/03/2025
Sotrang Linh vyc - Do mat Thurtng
Loaivanban  Van banméi T Hinh thire chuyén  Trao tay N Hinh thie sao  Bén gdc van ban v
€6 vén ban VBngitinh ® VB ngoal tinh
gidy
File dinh kém(*) Vin ban lién quan +Theém
@ Taitéptin | Téida S0Mbiile & Tai tép tin

Noi dung xi¥ Iy
{Méu nhap)

* Nguoi dung nhap cac thong tin van ban dén:

- Trich yéu (bt budc): Trich yéu cua van ban dén.

- S6 ky hiéu (bt budc): S6 ky hiéu cua vin ban dén.

- Don vi ban hanh (bét budc): Pon vi ban hanh cua van ban dén.

- Ngay vian ban: Chon ngay vin ban dén.

- Hinh thtc: Hinh thirc ctia vin ban dén.

- Do khan: Do khan cua vin ban dén.

- Han xtr Iy: Han xr Iy ctia vin ban dén.

- S6 van ban: chon s6 vin ban dén da dugc cau hinh trong chirc nang “Quan tri van
ban” -> “Quan tri s6 van ban dén”,

- Sb dén: duoc nhay ty dong theo s6 da cau hinh, tuy nhién ngudi ding c6 thé chinh
stra s (khong dugc trung véi sé di cb).

- Ngay dén: Chon ngay dén cua vin ban.

- S6 trang: S6 trang cua vin ban dén.

- Linh vuc: Linh vuc caa vin ban dén.

- DO mat: D6 mat cua van ban dén.

- Loai van ban: Loai van ban cta van ban dén

- Hinh thirc chuyén: Hinh thirc chuyén ctia van ban dén.

- Hinh thtc sao: Hinh thirc sao cua vin ban dén

- File dinh kém: file dinh kém c6 thé duogc tai 1én bang 2 hinh thirc



Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

= Quét tai li€u tr may scan: nguodi dung cai plugin cho may tinh, khi d6 nguoi
dung scan tai li¢u, chon nat [Quét tai liéu], hé théng s€ tu dong dinh kém
file scan.
= Tai tip tin san c6 tir may tinh
Tap tin tai thanh cong khi thay dugc file dinh kém trén man hinh. Vin thu ¢6
thé thuc hién: Xéa file da tai, Doi tén file sau khi da c6 file dinh kem.
- Van ban lién quan: cach thuc thyc hién tuong tu file dinh kem
- Nbi dung xtr Iy: nhap ndi dung xtr Iy néu c6 dé nguoi xtr 1y tiép theo co thé co
nhiéu thong tin dé xu 1y hon.
* Ngwoi dung xir Iy viin ban dén bang cac lwa chon chire ning trong man hinh

hién thi:

- Lwu van ban:

Sau khi nhap cac thong tin van ban dén, ngudi ding chura mudn thyc hién chuyén
van ban, c6 thé luu van ban dé sau d6 xir 1y tiép, nguoi dung chon [Luu], hé thng s&
Iru vian ban vao menu [Quan 1y vin ban dén] -> [Dy thao].

THONG TIN VAN BAN DEN

Théngtinnhan  So dblubng van ban -
Trichyéu(") | Béo cao chuyén van ban dén tir van thu v
4
$o ky higu(") | SKHCNOG v Bon vi ban hanh("}) | SKHCN L4 Ngay vanban(}) 20032025
Hinhthie ~ Cong van N Dokhan | Thuong - Han xirly
sbvanban  S6van ban dén N sédén() 8 ] Ngay dén() 2000372025
86 trang Linh vye - D6 mat Thuong
Logi van ban  Van bin mdi " Hinh thirc chuyén  Treo tay " Hinh thire sao  Ban gdc vén ban v
Co van bin VBngitinh  ® VB ngoai tinh
oidy
File dinh kem(') m Van bin lién quan
@ Taiteptin | Téi da SOMblfile & Taitép tin
Noi dung xirly | Béo cdo chuyén van ban dén tir van th
(Mau nhap)

- Trinh lanh dao don vi:
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Sau khi nhap céc thong tin vin ban di, ngudi dung c6 thé thuc hién chuyén vin
bén theo luéng quy trinh bang cach chon vao nt [Trinh Linh dao don vi].

THONG TIN VAN BAN DEN

Théng tin van ban Thadng tin nhén So d6 lubng van ban

Trichyéu() | B40 cdo chuyén van ban 6én tir van thu

$oky higu() | SKHCNOG v Bon vj ban hanh("}) | SKHCN v Ngay vanban() 200372025
Hinhthee ~ Cong van T Dokhan  Thuong N Han xir Iy
Sévanban SO van ban dén - séaén() | B v |& Ngay dén("}) 2000372025
Sé trang v Linh vige M Demat  Thuong N
Loaivanban  Van bdn méi T Hinh thiec chuyén | Trao tay T Hinh thirc sa0  Bén géic vén bin v
€6 van ban VBnbitinh ® VB ngoal tinh
gidy

& Taitéptin

+ Quét ti ey

@ Taileptin | Toi da S0Mb/ile

File dinh kém(’)

Ngidung xirly  Béo cdo chuyén van ban dén tir van thu

(Mau nhap)

Khi d6 hé théng hién thi danh sach ngudi ding theo dbi twong dugc chon

Danh sach nhan x
Xir Iy chinh
Giam abc Ban Gidm déc ® o
Pha Giam dbc Ban Giam déc (u]
Pho Giam ddc Ban Giam ddc a
Pho Giam ddc Ban Giam déc a
Pha Giam dbc Ban Giam déc a
[

Nguoi dung chon 1 ngudi xir Iy chinh va ¢ thé chon nhiéu nguoi dong xir 1y.

Néu chon ngudi xir Iy chinh => nguoi dung d6 sé truc tiép xtr 1y vin ban
theo quy trinh
Néu chon ngudi xur 1y 1a ddng xir Iy => ngudi dung dé s& cho y kién vao
qua trinh xu ly

Chon [Chuyén] dé hoan thanh viéc chuyén cho ngudi ¢ budc xir 1y tiép theo. Khi do

vin ban sé& dugc tu dong chuyén vao kho [Vin ban di xtr Iy]. Néu nguoi ding é buwéc
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tiép theo chwa mé vin ban, c6 thé 1ay lai viin ban dé cip nhit thong tin hoiic chuyén
xir 1y cho dbi twong khac.

Chuyén xir ly:

Néu vin thu khéng thwe hién trinh chuyén vin béin theo luong, thi vin thu co thé

chon trirc tiép cac ca nhan, don vi dé chuyén xir 1y bang cach chon tab [Théng tin nhan]

nhu trén man hinh:

P a
Théng fin van ban Thong tin nhan So dd ludng van ban
Do vilca nhan nhan tnrc tiép () Ty déng giao viée Danh sach nhan
nin eonhom | 2= Chon ngudn nhin theo nhom
.
Chi hidn thi Lanh dao
- a
Phéi hop xir I Xeom dé biét
Xir Iy chinh | cuisus®
Pban® | CNhin® | Pban® | C.Nhin®
S¢& Khoa hoc va Cong nghé An Giang ‘
Ban Gidm ddc a
V&n phang C D O O 0
- b

Do vi lién théng ngoai

UBND tinh An Giang [m]

Trung tam Cong bao - Tin hoc [u]

Nguoi dung chon don vi hodc ca nhan can chuyén, néu chon don vi thi nguoi nhan
van ban cta don vi 1a truong don vi. Chon [Chuyén xir 1y] dé hoan thanh viéc chuyén.

Khi d6 vin ban s& duoc tu dong chuyén vao kho [Vin ban da xir 1y].
Luu y:
- Khi chon nguwoi nhan thi chi co 1 don vi hodc cd nhan la xu ly chinh.

- Néu nguoi dung o budc tiép theo chwa mo van ban, co thé ldy lai van ban dé cap

nhdt théng tin hodc chuyén xit Iy cho doi twong khdc.
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1.1.1 Vin ban vao s6

Ngudi ding chon menu [Quan 1y van ban dén] -> [Vian ban vao sd]

1 HE THONG QUAN LY VAN BAN VA PIEU HANH

7. SO KHOA HOC VA CONG NGHE AN GIANG AT

-
. & o> m B a

Trangchii  Danhba  Thongtincdnhdn  BOcAiplugin - Huongddnsirdung  VanbdngiaoNV  Vanban  Lich Hop
& Quan tr hé théng ® @ Quanlyvanbandén = Van ban vao sb
(2 Quén Iy van ban ai ]

g

£ Quan Iy van ban dén (3) ©

Van ban vao s6 (3)

[Xanh da tri]. Chi dao: [QH] Qua han [DH]: Dén han

Dy thao
$é ky higu s Trich yéu ¢ Hinh thirc ¢ Ngiy vin bin ¢ Don vi ban hanh &
Cho xir Iy I
O o2V Van ban chl dao Cong van 191032025 19032025 UBND tinh An Giang Thuomg
Da ban hanh
oaxiy O ocv. Van ban chl dao Cong van 19/03/2025 19/03/2025  UBND tinh An Giang Thutmg
0 otcv- Van ban di Cong van 19/03/2025 19032025 UBND finh An Giang Thudmg
=) Van ban aén
(2 Vvanbandi Hiénthi 10 v banghi
£33 Van ban dy quyén
@ Van ban thong béo
€© Vanban danh ddu N

[l Tra ciru van ban
£3 Van ban theo ddi
& Hb so cong viec a

£3 Quan Iy cong viec 2]

Quan tri van ban )

Khi @6 hé thdng hién thi danh sach cac vin ban dén chd nguoi dung xir 1y.

Nguoi dung chon 1 vin ban trong danh sach dé xtr 1y, hé thong hién thi man hinh

nhu sau:

48} Quan tri h théing 8 @ Quanlyvanbindén | Van bdnvao sb
[# CQudn I van ban di ]
E4 Quénly van bin dén (3) &

'Vin bin vio 36 (3)

Hiénthi 10« banghi
EA Van bin dy quyén
© Vin bin théng bso THONG TIN VAN BAN DEN Y

“o

@ Van ban danh dau

full Tra ciru van ban

Trich yéu Van ban chi dao

=) Tl S8 ky higu 02iCV- Dom vj ban hinh UBND tinh An Giang

& b so cong vie @ | Ngay dén 19/03/2025 $6 van ban S8 dén
Van ban Van ban ndi tinh Vin ban gidy Khéing 6 viin ban gidy

= Quin Iy céng viéc L Fvyeen

= Quanti van bin @ | Loai vin ban Van bdn mbi Hinh thirc Cang vén D khin Thuémg
Vin thir tiép nhin Nguai ki H Vin Mimg

() LA File dinh kem & Nen va ta it cd

T Hb sor HO1.28-240618-D018.pdf (Nguer givi: La Thi Ai Vy - 19/03/2025 11:15:53)

i= Uyquyén
. Van ban lién quan Van ban lién quan
4 Quén tri Thu moi 8 1. Trich yéu Van ban chidao S ky higu D2/CV- (Ngui gln- La Thi Ai Vy - 19/03/2025 11:16:32)
Q Bxck o | Ngay hit han 200032025
Ghi chis

EA Thong tin diéu hanh (]
Téing hop § loén i Iy

D e [D8]: Hod the; . [Xanh da rdi]: Chi dao; [QH]. Qué han, [BH]. Bén han
Ghor i by Ngiy van bin 2 m
| P ban hanh ocy- Vién ban di Céng van 190372025 1940372025 UBND tinh An Giang Thuémg B
oAl o2rcv- Van bin chi dao Géng van 18032025 19032025 UBND tinh An Giang Thubmg [Eles
] Vin ban oén s> Vanbén chl dao Cong van 190372025 1900372025 UBND finh An Giang Thuemg B
[# Vanbdn &

N

Nguoi ding chon [Xir Iy] dé thuc hién xtr Iy vin ban, khi d6 hé thong hién thi

man hinh nhu sau:
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Théng tin van ban Téng hop ¥ kién xir K Thong tin nhan So 88 ng vin ban
Trichyéu[’) | Vanbin chi dao
“
Sékyhigu() 020V Donviban hanh(]  UBND finh An Giang Ngay van ban(") 19032025
Hinhthire ~ Cong van M Dékhin | Thuimg T Hanxizly 200032025
Séwanbin 56 van ban aén - sédén() & = Ngay dén(") 19032025
86 trang 1 Linh vwre v Bemat  Thuong
Logivanbin  Van bin mdi ° Hinh thirc chuyén  Lién thong . Hinhthirc sac  Ban géc vin bin
C6 van ban gidy VBnjitnh @ VB ngoai tinh
File dinh kém(*) m Vin bin lién quan +Thém
& Tiiteptin | Thi 6a S0Mbifile & & Taitépn
m 18 50 HO1.28-240618-0018 palf Vi bdn chi dao (Mguin giri- La Thi Ai Vy - 191032025 11:1632) Q
8% Nén va 3 14l ca
Nai dung nhiém vu Chidao 1
P
Ngi dung xir Iy
(MSu nhip)
p

Toan bd cac thong tin clia vin ban dén, dugc ty dong dién san, ngudi dung ¢

thé stra lai thong tin mong muén.

Céc thao tac ddi voi van ban dén thue hién thao tac tuong tu nhu “Thém van

ban dén”.

1.1.2 Van ban du thao

Vin ban dy thao 1a van ban duoc luu lai khi thém vin ban dén hodc luu lai van
ban vao so .

Nguoi dung c6 thé xda vin ban dy thao. Ngoai ra cac chirc ning khac tuong tu

nhu doi v61 “Van ban vao s6”.

1.1.3 Cho xir ly
Vin ban chd xir 1y 13 toan bd cac van ban dén van thu nhung dang & trang thai

cho van thu xu ly. Van thu chon 1 van ban dé xem chi tiét va thuc hién xu ly.

1.1.4 Paxwly

Vin ban da xtr 1y 13 toan b cac vin ban dén van thu da xtr 1y khoi bude cua vin
thu. Van thu c¢6 thé chon 1 van ban dé xem chi tiét va lya chon chure nang xtr Iy tuong
ung (néu can).
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& Quan ti hé théng
(2 Quan iy van ban di
£ Quan Iy van ban dén (3)
Van bén vao sé (3)
Du thao
Cho xr Iy
Da ban hanh

paxily

Van ban dén

&

(2 vanbanai
Van ban dy quydn
Van ban thong béo

Van ban danh déu

Van ban theo doi

&

Li]

1]

@ Tra ctru van ban
(]

& Hb so cong viec
=

Quan Iy cong viéc

Quan fri van ban

& Quan Iy lich don vi

Uy quyén

al
8 4 Quanlyvanbanaén | Daxaly
]
a
[P3]: Hoa téc [Xanh da tréi): Chi dao, [DH]: Dén han ( D liéu méc dinh Iy theo 30 ngdy gdn nhat Thue hién tim kiém sé tra ciu theo tét cd céc nam. & tim kiém cu thé chon “Tim kiém ndng cao’)
Trich yéu Hinh thire & Ngay vin bin ¢ Ngay dén s Dom vi ban hanh &
4 01TEST KK test van ban dén Cong van 19/03/2025 19032025 UBND tinh An Giang B
o 5 02/TEST KK test van ban dén 002 Cong van 19/03/2025 190032025  UBND tinh An Giang
3 SKHCNO0O1 Chuyén van ban dén test 0002 Cong van 19/03/2025 19/03/2025 SKHCN
2 01/CV- Van bén i Cong van 19/03/2025 19/03/2025 UBND tinh An Giang B2y
D 1 test test 001 Cong van 170372025 17032025  UBND Bz I
g Hiénthi 10 v banghi
THONG TIN VAN BAN DEN o
]
al

Van thw tiép nhan
File dinh keém

Van ban lién quan

Ngay hét han
Ghi cha

Nguyé&n Thanh Tuén
82 Nén va tai tat ca

il VB test di.doc (Nguoi gi¥i: N¢

Van ban lién guan:

1. Trich yéu: TEST V&n ban di 001 S6 ky hiéu: 03/ (Ngudi gii- Ngé Tran Phuong Linh - 10/03/2025 14:52:56)

3n - 19/03/2025 14:37:46)

Trich yéu KK test van ban dén
£ Qun i The moi @  S6kyhigu 017TEST Bon vj ban hanh UBND tinh An Giang
Noay dén 191032025 $6 van ban 6 van ban dén 6 dén 4
£9 Béocso @ | van bin Van ban ndi tinh Van bén gidy Knong c6 van bén gidy
£ Thong tin didu hanh @  Domat Thuting
Logi van bin Van bin mot Hinh thire Cong van D6 khén Thung
Van thir tiép nhan
File dinh kém 8% Nén va tai tat ci
VB test di doc (Ngudi gui 25 14:37:46)
Van ban lién quan Van ban lién quan
1 Trich ybu: TEST Van bén di 001 S6 ky hiéu 03/ (Ngudi gt Ngd Trdn Phuong Linh - 191032025 14:52.56)
Ngay hét han
Ghi cha
Tong hop ¥ kién xi Iy .
$& Khoa hoc va Cong nghé An Giang/ & Khoa hoc va Cong nghé An Giang:(Xem toan b0 )
Ngudi giri Chwa xirly _ | Dang xirly Daxirly . [ N&i dung -
7 v . T
100032025  19/0312025 2 tc: B teo phic dap
1441 1512
8 Y, Thao tac: Ba tao phic @
190032025  19/0312025 | 19/032025 oo 'ac Dalteophicdap
1438 1449 15,07
5 > Thao téc: D tao phic ddp
100032025 10032025 = 19/032025 oo ‘¢ DA 10 phic ddp
1450 14:50 1454
4 <. Theo téc: DA tao phic dé
190032025  19/032025 | 19/032025 oo tac: D leo phuc dap v
File van ban .
I4 J - 5 17 . A . st A 5 - 5
Céc chuc nang xur Iy khi xem thong tin chi ti€t cia 1 van ban:
THONG TIN VAN BAN DEN L]
Trich yéu KK test van ban dén
$6 ky O1/TEST Pon vi ban hanh UBND ftinh An Giang
Ngay dén 19/03/2025 $6 van ban S6 van ban aén 86 dén 4
Van ban Vn ban ndi tinh Van ban gidy Khéng c6 van ban gidy
Do mat Thuweng
Loai van ban Van ban méi Hinh thirc Cong van Db khan Thu@ng

- Lay lai:

Néu nguoi dung ¢ budc tiép theo chua thuc hién md van ban, ngudi ding co thé
lay lai van ban dé cap nhat thong tin xtr Iy hodc chuyén van ban cho déi tuong khac.
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- X ly lai:

D061 véi van ban da xur 1y, néu nguoi dung & bude tiép theo chua mo van ban ra
xem, van thu c6 chirc nang xu 1y lai van ban. Chirc nang nay cho phép nguoi dung cap
nhat lai don vi ban hanh:

THONG TIN VAN BAN DEN
Théng tin van ban Téng hop ¥ kién xi¥ Iy m Danh séch van bén trd & So db ludng van ban

Don vilca nhan nhn trye tidp O Ty d6ing giao viee Danh sach nhan(1)

= Chon don vi nhan theo nhom | & Chon ngurin nhdn theo nhom

(Phdng Phét trién cong nghé va Chuyén

Xir Iy chinh -

Phéi hop xir Iy adi sb)
Bonvi Xir Iy chinh T
Pohanll | cnhin Bl
S& Khoa hoc va Cong nghé An Giang ) 1] 1 a C
Ban Giam doc o J a u]
Van phang o] m] m] a ]

Do vi lién théng ngoai

UBND finh An Giang [m]

Trung tam Céng béo - Tin hoc [m)

Nguoi dung chon don vi hodc ¢4 nhan can chuyén, néu chon don vi thi ngudi nhén

van ban cua don vi 13 trudng don vi. Chon [Chuyén xtr 1y] dé hoan thanh viéc chuyén.

- Chuyén xir ly:

Ngudi dung chon [Chuyén xir 1y] dé thye hién Chuyén xir 1y vin ban cho céc ca
nhan khac xu 1y:

THONG TIN VAN BAN DEN

THONG TIN XUF LY VAN BAN

Trich yéu: Chuyén van bin dén test 0002 $6 ki higu: SKHCNOD1
N&l dung xir I
(M3u nhip)
P

Han xirly 311032025 D4 khin Thomg
B2 sung thim file B Tiiteptn  Téi da S0Mbile Van bin lién quan

& Titptin
File dinh kem 1637678489_XB12_1.docx

Dom viica nhin nhdn tryc tiép Tir déng giao viée £ Chon don v ihdin theo aném | B8 Chion ngu nhdin theo ném

Danh sach nhan

Két thic van ban: Chil hién thi Lanh dac: C =

Phéi hop xir ly Xem G4 bidt

Xir by chinh
Pban @ C.Nnin B Pban @ C.Nnin @

Néu chuyén xit Iy hodic chuyén théng bdo téi phong ban thi truéng phong/trucng ban sé

la nguwoi nhan van ban cho phong/ban do.
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- Xem:
Xem lai thong tin da xtr 1y cua van ban
- Luu ho so:

Thyc hién Iuu van ban vao ho so cd nhan (cac ho so ca nhan phai dugc tao
trudce khi luu ho so)

G&n van ban vao Ho so x
Hiénthi 10 ~ banghi Tenhdso~ Q

H6 so van ban 20/03/2025

Luu va Két thic xi Iy VB N

Vin ban sau khi dugc luu vao ho so s€ vao menu Ho so cong vi¢c/HO so ca
nhan dé theo doi.

’ HE THONG QUAN LY VAN BAN VA DPIEU HANH .
S0 KHOA HOC VA CONG NGHE AN GIANG Van phéng

VNPT

-~
# ] = = B & = Cap nhat 6 dém menu

Trang chi Danh ba Thong tin ca nhan B cai plugin Hirgng dén si dung Van ban giao NV Van ban Lich Hop

48 Quén tr he thing ®  f Hosocongviec ' HO socanhan

(# Quan Iy van ban di

Hidnthi 10~ ban ghi Tén hé sow +Thémhdso | [@Xudt Excel

Quén I van ban dén (3) B
= g o Tén hd 30 cong vide

=) Van ban dén o 2000302025

& vanband

3 van ban Gy quyén

€ Van ban théng bao
@ Van ban danh déu
[l Tra ciru van ban

E3 Van bén theo ddi /

& Hb so cong vige =]

- Hb so duoc chia sé

Hb so duge chuyén giao

3 Quén Iy cong viéc E]
= Quén ti van ban a
& Quén Iy lich don vi a8

- Xo0a:
Thuc hién x6a van
1.1.5 Da ban hanh
Vin ban d3 ban hanh 1 toan bd cic van ban dén d3 ban hanh.
1.2 Quadn ly van ban di
1.2.1 Thém vian ban di

Nguoi dung chon menu [Thém van ban di tir van thu]
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

’ HE THONG QUAN LY VAN BAN VA PIEU HANH .
ener S0 KHOA HOC VA CONG NGHE AN GIANG VETET
& ] =3 = B =
Trang chid Danh ba Thong tin ca nhan B cai plugin Hudng dén sl dung Wan ban giao NV Van ban Lieh Hop
4 Quan i né hing a8 Thém van ban dén =
[eAE VTR IO RN o THONG KE VAN BAN B VANBAN CH(
E Quén Iy vén ban gén (3) @ B40 c40 chuyén van ban dén tir van thy
i (20/0312025)
=) Van ban dén
test phic ddp VPUB (19/03/2025)
& vanband
3 van ban Gy quyén
© Van ban thong bao
@ Vanban danh ddu
[l Tra ciru van ban
E3 Van bén theo ddi
& Hb so cong vie 8
3 Quén Iy cong viéc
= Quén i van ban a
& Quin Iy lich don vi a
i= Uyquyén
3 Quén t Th méi a
ttpss/ivpdLang ._Ig;‘lmim 1% v

Khi @6 hé théng hién thi man hinh dé nhép cac thong tin trén van ban di nhu sau:

* Nguoi diung xir Iy viin ban dén bang cac lwa chon chirc ning trong man hinh

hién thi:

Lwru + Lwru hé sor

- Lwu van ban:

Sau khi nhap cac thong tin vin ban dén, ngudi ding chua mudn thyc hién chuyén
van ban, c6 thé luu van ban dé sau d6 xir 1y tiép, nguoi dung chon [Luu], hé thng s&
luu van ban vao menu [Quén 1y van ban di] -> [Dy thao].

THONG TIN VAN BAN DI

-
QLUPTO ORI  Thongtinleusé  Thongtinnhan  Thongtnykién  So d ludng van ban

Trich Y6U(') | Bag cao chuydn van ban di lir vén thu

Hinh thire (') 500 50 - Bokhin() 1y Linh vipe
Bonvisoanthao g4 o noc va Cang nghe An Giang - Loaivanban ya; pan me, - Han xir Iy
Hinhthiesao gs o oe . Ngaytao 50030005
Van ban giao nhigm () C6 van ban gidy (] VE ngi tinh (] VE ngoai tinh [)
v
Chen vi tr truoe khi () Chi dién s6 KH, ngay (] Ky 86 phy lye () Ky nhay |
Ky 86 thang nam
File dinh kem
+ Queét tai héu
@Taiteptn  Té da SOMbfie
Van ban lién quan
“ »
@ Taitgptin

Nel dung X Iy psq ca chuyén van ban di tir van thef
(Mau nhap)

-]
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

- Trinh lanh dao don vi:

Sau khi nhép céac thong tin vin ban di, ngudi dung c6 thé thyc hién chuyén vin
ban theo ludng quy trinh bang cach chon vao nit [Trinh Lanh dao don vi].

»

QLUPTO ORI  Thongtinleusé  Thongtinnhan  Thongtnykién  So d ludng van ban

Trich Y6U(') | Bag cao chuydn van ban di lir vén thu
Hinh thire(')  canovan - DOKNANC)  1pang Linh viee
Bonviseanthde 5 o hoc va Cong nghé An Giang M Logivanban  yan pan me: Han xir ly
Hinh thire a0 ga 60 o ban - Ngay tao 50032025
Van ban giao nhigm C6 van ban gidy (] VB ngi tinh (] VB ngoai tinh
vu
Chen vi tri treéc khi Chi dién 58 KH, ngay Ky sé phylye (] Ky nhay
ky 6 thang nam
File dinh kem "
@Taitgptin T da 50Mbifie

# 9 ten | @Ky 56 van b 1637678439_XB12_1 docx
8% Nen va L tat ca
Van ban lién quan

@ Taiteptin

Ngldung X s a0 chuydn vén ban di tir vn the
(Méu nhap)

[un | | e

Khi d6 hé théng hién thi danh sach nguoi dung theo ddi tuong duoc chon

Danh sach nhan

_ _ Xirly Déng xir Iy
Ho tén Chire vy Bon v (e, s

Giam déc S6 Khoa hoc va Cang nghé An -
Giang/ Ban Giam déc

Phé Giam ddc S& Khoa hoc va Cong nghé An
Giang/ Ban Giam déc

Pho Giam déc S& Khoa hoc v Céng nghé An . -
Giang/ Ban Giam dbc :
Pho Giam dbc Sé Khoa hoc va Cong nghé An
Giang/ Ban Giam ddc
Pho Giam déc 56 Khoa hoc va Céng nghé An Y
Giang/ Ban Giam déc . L

© Chuyén

Nguoi dung chon 1 ngudi xir Iy chinh va ¢ thé chon nhiéu nguoi dong xir 1y.

= Néu chon nguoi xir Iy chinh => nguoi dung d6 s& tryc tiép xtr Iy vin ban
theo quy trinh
= Néu chon nguoi xtr 1y 13 dong xtr Iy => nguoi dung d6 sé& cho ¥ kién vao
qua trinh xtr ly
Chon [Chuyén] dé hoan thanh viéc chuyén cho nguoi ¢ budc xir 1y tiép theo. Khi do
vin ban s& dugc tu dong chuyén vao kho [Vin ban di xt Iy]. Néu nguoi ding é bwéc

tiép theo chwa mé vin ban, cé thé 14y lai vin ban dé cip nhat thong tin hoiic chuyén

xir 1y cho d6i twong khac.

Ban hanh:
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

Neéu van thu muon ban hanh van ban di

= Nguoi dung chon tab [Thong tin ngudi nhéan]:

THONG TIN VAN BAN DI

Thong tinvanbdn  Thongtinwusé [ERITOPPLETFURN  Thongtinykién  Sodd ludng van bin

Téng hop ¥ kién xir ly © Xem

: = Thong tin van bin © Xem
Phéi hop xir Iy Xem 6é biét i
Xir Iy chinh Danh sach nhan £ Chon do vi nhan theo nhom | &= Chon ngui nhén theo nhém
Pban® | CNhin®

S& Khoa hoc va Céng nghé An Giang )

o o
o o
o o

Ban Giam déc

[m]
[m]

Van phang

o
a

Phong Ké hoach - Tai chinh

[m]
[m]

Phang Phat trién cong nghé va Chuyén déi sb

oo o0 o

o
o

Phong Quan Iy Khoa hoc

o
1

u]
C

Phong Tiéu chudn Do lirérng Chét lrong

000D 0O0o0oQ

Bon vi lién théng ngoai

Bonvi xir iy @

UBND finh An Giang

Don vi ngoai

:

e e
:

Nguoi dung chon don vi, cd nhan nhin van ban trén danh sach.

= Nguoi dung chon tab [Thong tin luu so]:

THONG TIN VAN BAN DI

Théng tin véin ban Thong tin Ivu s& Thang tin nhan Théng tin ¥ kién So dé ludng van ban

So van ban *

S van ban di v Ky hieu dac tha *

Sokyhigu* o, @
Ngay ban hanh * 20/03/2025
Nguwoi ky -
Tir khoa

So trang * S0 lugng ban phathanh*

1

- Ngudi dung chon s6 luu van ban di, s6 ky hi¢u duogc tu dong sinh s6 theo quy tac da
duoc cau hinh trong chiric nang “Quan tri van ban” -> “Quan tri s6 van ban di”, tuy
nhién nguoi dung cé thé chinh stra s6 ky hiéu.

- Nguoi dung chon ngay ban hanh ctia van ban
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

- Nguoi dung chon nguoi ky van ban
- Ngudi dung c6 thé nhap tir khoa ciia vian ban (chirc ning nay ding dé phuc vu viéc
tra ctru van ban)
- Ngudi dung nhap s trang cta vin ban
- Ngudi diung nhép s luong ban phat hanh vin ban
Nguoi dung chon [Be}n hanh] dé thyuc hién ban hanh van ban. Vin ban di duge ban
hanh dugc ty dong chuyén vao menu [Van ban da ban hanh].

1.2.2 Du thio
Van ban du thao 1a van ban duoc luu lai khi thém van ban di.
‘Nguoi dung co thé x6a van ban duy thao va thyc hién cac chirc nang chuyén xir 1y
nhu do6i voi van ban di thong thuong.
1.2.3 Cho xirly
Nguoi dung vao menu [Quan 1y vin ban di] -> [Cho xir 1y], khi d6 hé thong hién

thi danh sach cac van ban di cho xir Iy hodc cho ban hanh (thong thuong s€ 1a cac van

ban cho van thu ban hanh).

/z HE THONG QUAN LY VAN BAN VA PIEU HANH .
SO KHOA HOC VA CONG NGHE AN GIANG Van phéng

VNPT

-~ -

# ] = = B & = Cap nhat 6 dém menu
Trang chil Danh ba Thong tin ¢4 nhan B cai plugin Hirgng dén si dung Van ban giao NV Wan ban Lich Hop
48 Quén tr he thing ® @ Quanlyvanbandi < Cho xit Iy

(# Quinlyvanbandi(l) ©

) © Tim kiém néng cao Trich yéu = n
Du théo
o [D4]: Hod téc [Xanh da trai]- Chi dao

 paxtly

08 ban b ] 1 Chi dgo van bin don v Cong van 19103/2025 Ban Giam doc Bz
E3 Quantyvanbandén(3) @  Hidnthi 10 ~ banghi
) Vanban dén
[ vanbéndi(1) [}

3 Van ban by quyén

€ Van ban théng bdo

€ Van ban danh ddu
[l Tra ciru van ban

E3 Van bén theo ddi

& Hb socdng vige 5]
3 Quén Iy cang viée 5]
= Quan b van bén a
B Oudntiich A o bt
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

Ngudi ding chon 1 vin ban trong danh sach dé xur 1y, khi d6 hé thong hién thi

man hinh nhu sau:

N
& Quan tri hé théng B Quanljvanbandi - Chir xiF I
(# Quinlyvanbandi(l) ©
© Tim kiém nang cao Trich yéu = n
Dy thdo
Chér xie (1) 4] Hod tdc [Xanh da trivi]. Chi dao
- Trich ydu & Hinh thire Ngly soan thio® Dom v] soan thio ¢ Ngure soan thio ¢
Daxir Iy
0 1 Chl dao van ban don vi Cong vén 1910372025 Ban Gidm dbc B
D& ban hanh
3 Quénljvanbandén(3) @ Hidnthi 10 ~ banghi
%] Van ban dén THONG TIN VAN BAN DI e
[ vanbandi(1)
= Van ban dy quydn =
@ Van ban théng bio Trich yéu Chi dao van ban don vi
Hinh thirc Cong van
© Vanban danh déu N
06 khdn Thueng
k] Tra ciu van ban Loai van ban Vin ban méi
£ Van bén theo d6i Ngutr soan thao
File dinh kém &2 Non va tai tét ca
& Hb so cong viec 2] m @1637678489_XB12_1.docx (Ngudi giti- Lé Quée Cubng - 19/03/2025 10:22:51)
B3 Quén Iy cong viec L Wan ban lign quan
= Quan I van bdn ® Bon vi du kién nhan VB
Quén Iy hch don vi a
8 ¥ Téng hop ¥ kién xir Iy
Uy quyén S& Khoa hoc va Cang nphé An Giang/ S& Khoa hoc va Cang nghé An Giang:(Xem loan b)
i 1 LaQubc Cung (igcuons v X . .
3 Béo cio @ a g (lacuong) Chuyén 161 Nguyén Thanh Tuén (nttuan) Lt

Nguoi dung c6 thé xem dugc thong tin van ban va lich sir xtr Iy ctia van ban.

ngudi dung chon [Xir 1], khi d6 hé théng hién thi man hinh nhu sau:

THONG TIN VAN BAN BI

-
LCUTIIPOE U Thongtinleusé  Thongtinnhan  Ténghop ykiénxirly  Thongtinykién  Sodd ludng van ban
Trich Y6U(') | 1 ago van ban don vi
4
Hinh thire(')  co00 yan - DakhaN() g - Linh virc .
Bonvisoanthao g ool - Logivanban yooa oo - Han xiF Iy
Hinh thire 830 oo e o s v Neaytao 1903005
Viin ban giao nhigm [ €6 van ban gidy () VB nai tinh VE ngoai tinh ()
vu
Chon vi tri treoc khi () Chi dién 56 KH, ngay [ Ky s phy lyc [ Ky nhay [
ky 6 thang nam
File dinh kém
+ Queét tai héu
@Taiteptn  Téida 50Mbifile
1637678489 XB12_1 docx (Ngudi giri L& Quéc Cuéng - 19/03/2025 10:22.51)
8z Ner 3
Van ban lién quan
& Téitép tin Iy
Néi dung xir Iy
{M&u nhap)
v
e [+ oena

Néu van ban d3 duoc phép ban hanh

= Nguoi dung chon tab [Thong tin ngudi nhan]:
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

THONG TIN VAN BAN BI

Thongtinvanban  Thongtnlwuss [ERITOPRTRTCTMN Ténghopykiénxirly  Thongtinykidn  So dd ludng van ban

Téng hop ¥ kién xir ly © Xem

: = Thong tin van bin © Xem
Phéi hop xir Iy Xem dé biét )
Xir Iy chinh Danh sach nhan £ Chon do vi nhan theo nhom | &= Chon ngui nhén theo nhém
Pban® | CNhin®

S& Khoa hoc va Céng nghé An Giang

o o
o o
o o

Ban Giam déc

[m]
[m]

Van phang

[m]
[m]

Phang Ké hoach - Tai chinh

(m}
a

Phong Phat trién céng nghé va Chuyén déi s&

[m]
[m]

Phong Quén Iy Khoa hoc

oo o0 oo

o

u]
00000 o0oQ

Phong Tiéu chudn Do lirérng Chét lrong

Bon vi lién théng ngoai

Bonvi xir iy @

UBND finh An Giang

Don vi ngoai

™ S
:
Ex T T S

Nguoi dung chon don vi, cd nhan nhan van ban trén danh sach.

= Nguoi ding chon tab [Théng tin luu sd]:

THONG TIN VAN BAN DI

Théng tin vin ban Thong tin Ivu s& Thang tin nhan Téng hop ¥ kién Xt Iy Théng tin  kién So db ludng van ban

Ky hiéu dac thi *

& van ban *
S0 van ban 56 van ban di ~

Soky hieu* o @
Ngay ban hanh * 20/03/2025
Nguwoi ky -
Tir khoa

Sétrang* S0 lugng ban phathanh*

EXTE BT £

- Ngudi dung chon s6 lwu vin ban di, s6 ky hiéu duoc tir dong sinh s theo quy tic da
dugc céu hinh trong chiric nang “Quan tri van ban” -> “Quan tri s6 van ban di”, tuy
nhién ngudi dung c6 thé chinh stra sé ky hiéu.

- Nguoi dung chon ngay ban hanh ctia van ban

- Nguoi dung chon nguoi ky van ban

- Ngudi dung c6 thé nhap tir khoa cia vin ban (chirc ning nay dung dé phuc vu viéc

tra ctru van ban)

16



Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

- Ngudi dung nhap s trang cta vin ban
- Ngudi dung nhép sb lugng ban phat hanh vin ban
Nguoi dung chon [Be}n hanh] dé thyuc hién ban hanh van ban. Vin ban di duge ban
hanh dugc ty dong chuyén vao menu [Van ban da ban hanh].
1.2.4 Paxiwly
Twong tir Van ban da xi Iy ciia van bdan dén.
1.2.5 DPa ban hanh

Twong tir Van ban di ban hanh cia van ban dén.

1.2.6 Quan tri van ban

1.2.7 Quan tri s0 van ban dén
bé thuc hién chirc nang Quan tri s6 van ban dén, nguodi st dung chon menu [Quan

tri van ban] -> [SO van ban dén] trén man hinh nhu sau:

BAN VA DIEU HANH .
&~ SO KHOA HOC VA CONG NGHE AN GIANG W)

7 -
# 2] = = B @ = Cap nhat 6 dém menu
Trang chil Danh ba Thong tin ¢4 nhan B cai plugin Hirgng dén si dung Van ban giao NV Wan ban Lich Hop
4 Quan i né hing ® @ Quantivanbin ' S van ban dén

(# Quanljvanbandi(l) &
Hénthi 10 ~ ban ghi Nam | Ténsévan bin Thém méi
A Quén Iy vanban dén (3) &
Tén 8 van bin Do vi &p dung m Ngdy p dyng Ngdy kit thic STT hidn thi Noudi theo ddi Nguti quin tri m-

=) Vanban dén s win ban dén St Knoa hoc va 01/01/2025 311202025
Céng nghé An Giang IZ" K
& vanbana
[ Van ban ly quyén
€ Van ban thong bido
@ Vanban danh déu
[l Tra ciru van ban

E3 Van bén theo ddi

& Hb so cong vie 8
3 Quén Iy cong viéc a8
= Quan tr van ban ] I

S van ban dén
T S8 vanbandi
+~ Bon vi bén ngoai

Knhai bdo nhém don vi ban

Thém maoi so van ban déen

Pé thuc hién thém méi s6 van ban, NSD chon churc nang [Thém mdi] trén man

hinh nhu sau:
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

fz HE THONG QUAN LY VAN BAN VA DPIEU HANH .
SO KHOA 1 OC VA CONG NGHE AN GIANG Van phéng

VNPT

oy s
# 2] = = B & = Cap nhat 6 dém menu
Trang chid Danh ba Thong tin ¢4 nhan B6 cai plugin Hirgng dén si dung Van ban giao NV Van ban Lich Hop
4 Quan i né hing ® @ Quantivanbin ' S van ban dén

# Quén Iy van ban di (1 a R N
ke g ol Hiénthi 10~ ban ghi Nam | Ténsévan bin Q Xoa
A Quén Iy vanban dén (3) & = = = =
Tén 36 van ban Donvi 4p dung 56 bit dbu Ngay ap dyng Ngay kbt thuc STT hidn thi Ngudi theo déi Nguti quin tri Thao ta
1 1 aw

=) Vanban dén 54 van ban dén Sd Knoa hoc v 01/01/2025 311202025 [m}
©Bing nghé An Giang @ x

& vanband

3 van ban Gy quyén

€ Van ban théng bao

@ Van ban danh déu

[l Tra ciru van ban

E3 Van bén theo ddi

& Hb so cong vie 8
3 Quén Iy cong viéc
= Quan tr van ban a

86 van ban dén
S6 van ban di
Do vi bén ngoai

+ Khai bao nhdém don vi ban
hanh

Khi d6 h¢ thong hién thi man hinh nhu sau:

THEM MOI 53 VAN BAN BEN x

Ton s van ban * S6 van ban dén 2025

Don vi dp dung * S& Khoa hoc va Cong nghé An Giang -
S6 batddu * 1 Ma 6
Ngay tao s6* 01/01/2025 Ngay déng s * 3111212025
6 thir tu hidn thi * ! v

-

Nguroi theo doi 0 =
@

-

Ngui quan tri * [5) v
4

Hinh thirc van ban sit dung * D4 lua chon tat ca (20) -
O

Khéng reset s& khi hét nam

Thém m¢éi va Déng

Nguoi str dung nhép cac thong tin s6 vin ban dén nhu sau (cac truong thong tin

c6 déu * 13 cac truong thong tin bat budc):

- Tén sb vian ban (bit budc): Ngudi sir dung nhép tén cho s6 vin ban dén

- DPon vi ap dung (bét budc): Nguoi st dung chon don vi 4p dung cho s6 van ban
dén, mic dinh 1a don vi nguoi st dung dang truc thudc

-S4 bt dau (bat budc): Nhap sé bit dau cho sb vin ban dén

- Ngay tao s6 (bat budc): Chon ngay tao sb vin ban dén

- Ngay dong so (bit budc): Chon ngay dong sb vin ban dén

-S4 thir tu hién thi (bat budc): Chon sd thtr tw hién thi cho s6
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

- Nguoi theo doi: NSD chon vao icon ¥ khi do hé théng s& hién thi danh sach

nguoi dung nhu sau:

CHON NGUOI x

Bonvi —> S& Khoa hoc va Cong nghé An Giang

Hiénthi 10 v béan ghi Tai khoan v n
_““ﬂ

QLVB_AGG_SKHCN Quan tri hé théng S& Khoa hoc va Céng nghé An Giang
Thanh tra S&
Phong Tiéu chudn Do lrong Chét Irong
Phong Phat trién céng nghé va Chuyén ddi sé
Thanh tra S&
Phang Tiéu chudn Do lreng Chét luong
Phang Tiéu chudn Do lrdng Chét Ivong

Phang Tidu chuén Do lring Chét luong

© @ N @ o s w N

Phong Tiéu chudn Do lrong Chét lrong

0O 0O O0OO0OO0OOoOOoOOoao

10 Phang K& hoach - Tai chinh

Téng s6 ban ghi 63 2 3w

4 »

Chon va Bong

Ngudi sir dung chon ngudi theo ddi cho s vin ban, khi d6 nhimg user dugc gan
quyén theo ddi sb van ban nao s& nhin thiy cic vin ban dé trong menu [Vin ban theo
dai].

- Ngudi quan tri (bt budc): Nguoi st dung chon vao icon %" khi d6 hé thong s&

hién thi danh sach nguoi ding nhu sau:

CHON NGUOI x

Bonvi —= S& Khoa hoc va Cong nghé An Giang

Hiénthi 10 v ban ghi Tai khoan + n

QLVB_AGG_SKHCN Quén tri hé théng S6 Khoa hoc va Cong nghé An Giang
Thanh tra S&
Phong Tiéu chuan Do lrong Chét lrong
Phong Phat trién cong nghé va Chuyén ddi sé
Thanh tra S¢
Phong Tiéu chuan Bo lrong Chét Irong
Phong Tiéu chuén Do lrong Chét Irong

Phong Tiéu chuén Do lrong Chét Irong

© © N o o s o N =

Phong Tiéu chuan Do lreng Chat lrong

0O 00O O0O0OO0OO0OOoOo

10 Phong Ké hoach - Tai chinh

Téng sé ban ghi 63 z 3w M

4 [

Chon va Bong

Nguoi st dung chon ngudi quan tri cho s6 van ban, khi dé6 nhitng nguoi dugc gan

quyén quan tri s6 van ban nao s€ dugc quan tri s6 van ban do.
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

- Hinh thirc van ban st dung: Ngudi sir dung chon hinh thire sir dung cho s6 vin

ban bang cach check vao cac hinh thire cua van ban nhu sau:

THEM MO SG VAN BAN DEN x

Ngay 1a0 0 * VrTREEEs Ngay dong 0 * SISO
6 thir t hién thi * ‘ ! ./‘
Nguei theo ddi
¢ o
@
Ngui quan tri *
guoiq o
«
Hinh thirc van ban st dung * B lra chon tat cé (20)

. Q ‘ Tim kiém ‘ @

Khéng reset sé khi hét nam

Lwva chon tatca
& Béo cdo tuén
Bién ban

Cong dién
Huwéng dén

Ké hoach

Nghi dinh

Thém maiva Bong

Sau khi nguoi sir dung nhdp xong cac thong tin vé s6 van ban dén, nguoi st dung
chon [Thém méi] dé thyc hién thém madi s6 va ti€p tuc thém sé van ban dén khac hoac
chon [Thém mai1 va dong] dé€ thuc hién thém mai s6 va dong man hinh thém méi.

Cap nhat so van ban dén

bé thuc hién cap nhat s6 van ban dén, nguoi st dung chon icon (#trén danh sach s6

van ban nhu sau:

A Quantrivanban / S5 van ban dén

Hiénthi 10 v banghi Nam v Ténsbdvanban~ n
1 1

S0 van ban dén $& Khoa hoc va 01/01/2025 31/12/12025 0 @ a
Céng nghé An Giang b4

Khi d6 hé théng hién thi man hinh thong tin vé s6 van ban can cap nhat nhu sau:
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

CAP NHAT THONG TIN SO VAN BAN BEN

Tén sé van ban * S6 van ban dén
Pon vi ap dung * S& Khoa hoc va Cong nghé An Giang -
6 bt dau * ! 56 hign tai !
Ngay tao s * 0110172025 Ngay déng s 3111212025
S6 ther tu hién thi * 1 M3 sb SKHCN
a
Nguwovi theo doi 5] =
@
a
Nguoi quan tri * [5) v
@
Hinh thirc van ban siF dung * D4 lra chon tat ca (20) -
Khéng reset so khi hét ndm

Ngudi str dung cap nhat cac thong tin mong mudn, chon [Luu] dé luu cac thong tin
vira cap nhat va hé thdng van giit nguyén man hinh thém méi s6 van ban dén hoic chon

[Luu va dong] dé hoan thanh viéc cap nhét va dong man hinh thém mai.
Xo6a s0 van ban dén
S6 van ban dén chi dugc phép x06a khi s6 chua dugc str dung.

bé thuc hién x06a s6 van ban dén, nguoi st dung chon icon % trén man hinh hoac

tick chon vao s6 van ban can xda chon nat “Xoa” trén giao di¢n:

@A Quantrivanban / S0 van ban dén

Hiénthi 10 v banghi Nam v Ténsbvan ban~ n

36 van ban dén $& Khoa hoc va 01/01/2025 31/12/2025

Céng nghé An Giang QE

Khi @6, néu sb vin ban di duoc ap dung thi hé thong khong cho phép x6a, nguoc

lai hé thong s€ cho phép x06a s6 van ban dugc chon.

Export s0 vian ban

bé thuc hién export s6 van ban dén, nguoi sit dung chon icon & trén man hinh:

@A Quantrivanban / S0 van ban dén

Hiénthi 10 v ban ghi Nam v Ténsdvanban~ n

S0 van ban dén S& Khoa hoc va 01/01/2025 31/12/12025 -® (m]
C6ng nghé An Giang = %

Khi d6 hé théng s& hién thi ma hinh nhu sau:
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XUAT BAO CAO X

Biéu mau Theo nghi dinh v
Loai bao Excel M
Cao

Hinh thiec h
Hién thi -
Tir ngay Dén ngay

Nguoi st dung nhap cac thong tin xuit bao co nhu sau:

- Biéu mau: Nguoi st dung chon biéu mau can xuit bdo céo.

- Loai bdo cao: Nguoi sit dung chon loai b4o cdo (vi du: Word, Excel,...).

- Hinh thitc: Nguoi ding chon hinh thirc xuat bao céo.

- Hién thi: Chon hién thi

- Tu ngdy — Dén ngay: Chon khoang thoi gian xuat bao cao

Nguoi str dung nhap cac thong tin xuat bao céo -> Chon [Thuc hién]. Khi d6 hé

thdng s& export danh sach s6 van ban ra dinh dang duoc chon.

1.2.7.1 Qudn tri so vin ban di

bé thuc hién chirc nang Quan tri s6 van ban di, Nguoi st dung chon menu [Quan tri

van ban] -> [S6 van ban di] trén man hinh nhu sau:
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Tai liéu hudng dan hé thong “Quan 1y van ban diéu hanh VNPT”

’ HE THONG QUAN LY AN VA PIEU HANH
ener SO KHOA HOC VA C G NGHE AN GIANG
L ] =] = B =
Trang chid Danh ba Thong tin ca nhan B cai plugin Hirgng dén si dung Van ban giao NV Van ban Lich Hop
4 Quan i né hing ® 4 Quantivanbin ' S van ban d
(# Quanljvanbandi(l) & . PR
Hiénthi 10~ ban ghi Nam | Ténsévan bin

A Quén Iy vanban dén (3) & = = =

Tén 36 van ban Donvi 4p dung 56 bit dbu Ngdy tao 38 Ngay déng sé STT hidn thi Ngudi theo déi
=) Vanban dén 54 van ban di St Knoa hoc va 1 010112025 311202050 1 nttuan nttuan aw [m}

Céng nghé An Giang & x

& vanband
3 van ban Gy quyén
€ Van ban théng bao
@ Van ban danh déu
[l Tra ciru van ban
E3 Van ban theo dbi
& Hb socong v 8 I
£ Quén Iy cong viéc a

= Quan trj van ban a
S6 van ban gén

so ban di

Do vi bén ngoai

+ Khai bao nhdém don vi ban
hanh

Thém moi so van ban di

Pé thyc hién thém mai s6 van ban, NSD chon chtrc nang [Thém méi] trén man hinh

nhu sau:

THEM M3I SO VAN BAN DI x

Tén sé van ban* Sé van béan di 2025

Bon vi p dung” S¢& Khoa hoc va Cong nghé An Giang
Naay tao s6* 01/01/2025 Ngay dong s6* 311212025
S6 thir tu hidn thi* 1 Ma sd
6 bat dau* 1
a
Nguoi theo doi
g o
v
@
a
Ngwai quan tri *
lquol g o
v
@
- = P [m]
Khong reset s6 khi hét nam
4 »

Thém m&i va Dong

Thong tin s6 vin ban di gom co 2 tab:
- Théng tin s6 vin ban
- Mau s6 ky hiéu

bai1 voi tab: Thong tin s6 van ban:
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NSD nhip céc thong tin sd vin ban dén nhu sau (cac trudng thong tin c6 dau * 1a cac

truong thong tin bit budc):

- Tén sb vian ban (bat budc): Ngudi sir dung nhép tén cho s6 vin ban di

- DPon vi ap dung: Nguoi sir dung chon don vi &p dung cho s6 van ban, mic dinh
la don vi nguoi st dung dang truc thude

- Ngay tao sb: chon ngdy tao s6 vin ban

- Ngay dong so: chon ngay dong s6 van ban

-S4 thir ty hién thi: chon s6 thir tu hién thi cho s6

- Nguoi theo doi: Nguoi st dung chon vao icon (¥ @ chon nguoi theo doi

Nguoi su dung chon nguoi theo doi cho so van ban, khi do nhitng nguoi dwoc
gan quyén theo doi so van ban nao sé nhin thday cdac van ban do trong menu [Van ban

theo doi].
- Nguoi quan tri: Nguoi st dung chon vao icon (¥ @ lya chon nguoi quan tri s6

Nguoi sir dung chon nguoi quan tri cho so van ban, khi do nhitng nguoi dwoc gan

quyén quan tri so van ban nao sé dwoc quan tri so6 van ban do.

Nguoi st dung chon [Thém méi] dé thém thong tin s6 vira luu, khi d6 sb van ban di
dugc luu vao danh sach. DPé khai bdo [Mau so ky hiéu], Nguoi st dung chon icon cap
nhat ctia s vira tao dé tiép tuc khai bdo mau sb ky hiéu, khi d6 hé thong hién thi man

hinh nhu sau:

THEM MO1 SG VAN BAN BI x
Theéng tin s6 vén ban

Nhay s6 theo™ @ S0 van ban $6 van ban va Hinh thic van ban

M&u sé ky hiéu *
[stt]: S6 nhay tw dong
[nam]: Nam ban hanh van ban
[coquanbanhanh]: Ky hiéu co quan ban hanh
[donvisoanthao]: Ky hiéu don vi soan théo
[kyhieudacthu]: Ky hiéu d&c tha

[hinhthucvanban]: Ky higu hinh thirc vén ban

Hinh thirc van ban s dung *

Cap nhat Cap nhat va Bong

- Nhay s6 theo: Chon hinh thirc nhay sO tur dong theo “S6 van ban” hodc “So van

ban va Hinh thirc van ban”.
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- Mau s6 ky hiéu: Nguoi st dung dinh nghia mau s6 ky hiéu theo quy tic quy
dinh (Vi du: [stt]/[hinhthucvanban]-[coquanbanhanh])
- Hinh thtrc van ban st dung: Chon céc hinh thirc vin ban ap dung cho s6 vin
ban.
Nguoi sit dung chon [Cap nhat] hodc [Cap nhat &dong] dé hoan thanh viéc thém mai
s6 van ban di.
Cép nhét so vin ban di

Dé thuc hién cap nhat s6 van ban di, Nguoi st dung chon icon ¥ trén danh sach sé

van ban nhu sau:

4 Quantrivanban ' S8 van ban di
Hiénthi 10 ban ghi Nam v Ténsovanban - n
S6 van ban di S& Khoa hoc va 1 01/01/2025 31/12/2050 1 O @ (]
Céng nghé An Giang x

Khi d6 hé théng hién thi man hinh thong tin vé s6 vin ban can cap nhat nhu sau:

Thong tin s6 van ban Mu sé ky hieu
Tén sb van ban* S8 van bén i
Donviap dung® Sé Knhoa hoc va Cong nghé An Giang T
Noay tao s6* 01/01/2025 Noay dong b 31/12/2050
S6thd tu hién thi* 1 M sé
S6 bat dau* 1
Ngubi theo dai -
[¢]
v
=]
Nguoi quan tri * “
gudiq o
v
@
Khong reset sd khi hét nam o Iy
] >

Nguoi str dung cdp nhat cac thong tin mong mudn, chon [Luu] dé luu cac théng
tin vira cap nhat va hé théng van giir nguyén man hinh thém méi s6 van ban dén hoic

chon [Luu va déng] dé hoan thanh viéc cap nhat va dong man hinh thém mai.

Xo0a s0 van ban di
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S6 vin ban di chi dugc phép x6a khi s6 chua dugc st dung.

bé thuc hién x6a s6 van ban di, nguoi st dung chon icon % {rén man hinh hoac tick

chon vao s van ban can x6a chon nuat “Xdéa” trén giao dién:

4 Quantrivanban ' S6 van ban di

Hiénthi 10 ~ ban ghi Nam v Ténsévan ban ~ n Thém mai Xoa
1 1

S6 van ban di S& Khoa hoc va 01/01/2025 31/12/2050 o ®
Céng nghé An Giang @ E

Khi d6, néu s6 van ban da dugc ap dung thi hé théng khong cho phép x6a, nguoc

lai hé thong s€ cho phép x6a s6 van ban dugc chon.
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